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DRAFT

QFFICE OF PERSONNEIL MEMORARDUM KO.
SUBJECT: Career Planning for PE Designees

1. Objectives . !
m.i-mu w
In accordance with Agency on career development, there has been estab-

lished a formael program of individual career planning for members of the Person-
nel Cereer Service. The mejor cbjectives of this program 8re as follows:
e. To meet Agency requirements for qgualified personnel-type employees,
both within the O0ffice of Persoonel and in the various Agency components.
This program takes into account both present and anticipated requirements
for personnel havivg the required qualifications.
b. To assist and guide individual PE designees in develcping their
profesé‘ioml zapabilitles to the fullest extent possible, copsistent with

Agency requirements.

2. Responsibilities

e. FPE Designees - The individusl PE designee is primarily responsible

for his or her own professionsl development. No program can ouviate the
necessity for ipdividusl initistive end resourcefulness im this area. In-~
&Miﬁ.ua;l PE designees will be encouraged at all times to take steps consist-

ent with Agencj policy and practice vhich will further their oun professionsl

advancement, such as outside reepding, outside traiping coursss, and so forth.
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b. Supervisors - Supervisors of PE designees mét necessarily play a
key role in comnection with career planning and career develoosment matters.
Individual career development plans will be reviewed by the appropriate
swpervisor or supervisors, and final approval will take the supervisor's
comments into account in order that the requirements of the Office of \
Personnel snd the Personnel Czreer Service may be fully reccgnized in the
ioplementation of individual a"amer plans.

Flannia au;e
e. PRerscuonel Cereef Planuing Cormittee - Individual carzer plaens, plus

comments of the supervisor or supervisors copceraed, will be chenneled to
the -?fje;é for review and possibie modification in accordance with estsblished
career plsoning policy. Such plens will then be channeled to the Deputy
m Director for Persomuel with appropriate recommendaiion. <Revzlew |
of indlvidual carecr plans by the Perscunel Career Service Board will be at

the discretion of the D/Pers.

d. OP Training Officer - 'Raeasponsibility for assauring impilementation of
the formel training aspects of approved ceveer development plans is assigned
to the Training Officer for the Office of Personnel.

@, Pereonnel Assigoment Division ~ The Personnel Assigoment Division

is responsible for arranging for implementation of those portions of approved
carecer plans which involve job rotation, and also for providing advice and

counsel to PE designees in connectlon with career plamning malters.

3. Procedures
a. Each individual PE desigpee will be expected to compicte in duplicate,
Form No. s Individual Career Development Plan for YE Service Designees.

These forme will be distributed by the Records and Services Division to each
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individusl bearing a FE Service Designation. Completed forms will be routed
through the established supervisoxy echelon for appropriate comments, and
then forwarded to the Cheirman, C, Wing 1-F, Curie Hall. The g& will
reviev proposed cereer development plans im the light of existing career
development policles and, as appropriste, interview the individual concerned
t0 assure complete understending of the proposed plan as well as currgt;t
policies related thereto. Following such review and analysis, the FCPc will
forward the plen slong with an sppropriste recommendation to the Director of
Personnel for spproval, modification or disaspproval.

b. Pollowing the approvel of a career development plan {vhich ordinarily
would cover & period of from two to five years), the aspects of the plsa re-
qulring formal 11:@1ementation wll) be appropriately recorded on the records
malntained by the p%gci It will then be the responsibility aither of the
OP Training Officer or the Persconel Assigoment Divigion, es sppropriate, to
implement the action aspects at the appropriate time, or if this is not
feasible, to sdvise the Director of Persomnel of this fact and to recommend
modification of the plan in the light of existing circumstances. The origin-
sl of the plan will be filed in the official personnel folder anmd the dupli-

cate will be retained in the records of the PE-CSB.

Harrisoo G. Reynalds
Director of Persomnel
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INDIVIDUAL CAREER DEVEIOPMENT PLAN FOR FE SERVICE DESIGRATION

KOTE: Policies and procedures relating to individual career plznning for
PE Service designees are conteined in OPM 20-110~- , Caveer Planning
for PE Designees, which should be consulted by all perscons utilizing

this form.
PART I
{fo be completed by PE Service Designese)
If additionsl space is desired, uee
the last page of this form.
1. Heme

2., Position title and grafie

3. Organizatibna.l title and component

k. My career cbjectives are as follows:

5. My suggested career plan is ss follows:
(Include suggested trainimg, job rotation, ete., if appropriate.)

Date: Signeture

{over)

't
-

filled in)
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PART IX

Supervisor's Comments and/or Recommendations

Deate: Supervisor's Signature
® ¥ L #* +# i +* L4 3% * * i+
PART IIX

Personnel Cereer Planning Committee Recommendation

Date: Signature

Cheirman, Personnel. Career Pisnaing
Conmittee
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PART IV

Perscunel Career Service Board Recoumendation (if appropriste)

Date: Signature

Executive Sesretery
Personnel Cereer Hervice Board

k-2 % * Ww * * * ® # *»

PART V
Approvel Action

Z 7 Career Plan Approved as Outlined in Part 1
[ 7 Career Plan Approved as Modified by Fersomnel Career Plamning Committee
/"7 Carecer Plan Approved as Modified by Personnel Career Service Board

{7 Career Plan Approved with Following Provisions:

Date: Signature

" PDirector of Persconel
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